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CASEMIS Software Installation

The downloaded CAlifornia Special Education Management Information System (CASEMIS) software
automatically defaulted to C drive, unless you directed the download elsewhere. These directions
assume that you downloaded on the C: drive

This section leads you to first, locate the application file then the installation. The CASEMIS software has
on-screen direction to help you through this process. Please follow the directions.

Before you begin,

1) If you are on a Local Area Network (LAN), check with you network administrator prior to installing the
software, and

2) Exit any software programs you are currently using so only MS Windows is active.

Locating the Files to Install

Action What is on the screen
“® Double click (depress the left mouse button two E
times, rapidly) on the desktop icon that represents m‘
Your PC.
File Edit Wiew Help
Mame | Tupe
=3% Floppy [&:) 3% Inch Floppy Disk.

are shown as icons or in a list. Local Disk
50 (E- LBk Dier

OR

You will see a list of all the drives on your PC. Drives EM% Local Disk
= D]

“¥J Double click on the desktop icon that represents Fle Edt View Hel
Your C: drive. Eile Edit Yiew Help @

3% Floppy [4:) [E2]
The installation file name changes with each release. Sample list of files and folders on a drive.
You can recognize the file name since 5[ winzip.fog
it always begins with Casemis E casemisfag. pdf
followed by a “J” or a “D” @ mAll1_02addn. pdf
next is a two number year, such as, “02 -@ manuém 02fnl.pdf
then a letter for the version, for example, ‘D~ @ C '$J|52f| t. I

JEemil nEtall, e

and ending with ‘Install.exe” -

N

J for June or D for December
/ A Two digit year
CASEMIS D02 Install.exe
etter for release version

A Locate the CASEMISX##XInstall.exe file. The
name of this file changes with each release. More than
one version may be released in a cycle.

YD Double click the install.exe file.




‘/@ Click Continue, located at the bottom of the

| Conhinue I
screen. L :

‘E 1] koo bo B CASEMIS June 2002 Versson ] mslalalm program.

5. coe

g pan aoplepicns

WATMING: Tha

‘Yo may ol EASEMSS Jure 20012
it mith ad Skl e, whach

Comtrue i Eigt Sep

Applications Running Warning Appeared

If the adjacent warning appears for
Windows Shortcut Bars, you may ignore
the message.

Proceed to

“B Click OK &
“Continue Installation Process”
section.

If you have any other applications running, you

CASEMIS June 2002 Version [f] Setup | X|

Setup has determined that the fallowing
application(z) are running:

P
Qffice Shorteut Bar

wie recammend that you cloze these application(s]
before continuing.

must click cancel the current installation. o Ext Setup
. . Exit Setup
“B Click Exit Setup.
q Exit Setup
. . Exit Setup
D click Exit Setup. to abort " .
) = you zure you want to Exit?
installation. g " ,
= Setup has not yet modified any files.
| Fesume Setup i Exit Setup
g |:|K CASEHISHiimeYon shverat i CE e =
) Click OK. ‘st to abort installation.

CASEMIS June 2002 Version [f) Setup was
interupted before your new software was fully

= installed

You can run CASEMIS June 2002 Version [f) Setup at
anather time to complete the installation.

It is NOT necessary to restart the computer.
“B Click No

Be sure to close all running application(s) prior to
starting the installation process.

CASEMIS June 2002 Yersion [

“r'ou must restart your computer befiore the new settings will take effect.

['o you want to restart your computer now?

ﬂol




Continue Installation Process

[0 Type your name and organization in the
boxes provided. (If CASEMIS was
previously installed on the PC this
information will automatically be filled-in.)

Name and Orgamization Information

Enter your full name in the box below. You may also enter the name of your
organization. Setup will uge this information far subsequent installations of the product.

Name: Ii‘(ourName
........................................... Drganization: IYourDrgamzation
. ; ok, :
B Click OK. L B
Ok i Z Ezit Setup |
AV QY
N/
Confirm Mame and Organization Information EE
D click OK. o -
Confirm that the information you entered iz comect. If it iz, click OK. To change any of the
information, click Change.
If the information is incorrect Ima M. Playes
M ame:
. Chal
“B Click Change i . You .
. - . Organization: omewhers USD
will be returned to the previous screen.
Change |
Targeted Drive for Installing Software
CASEMIS June 2002 ¥Yersion [f] Setup EE

The message “Setup is searching for installed
components.” will flash

It is advised that you install as the
software suggests. To install on the
advised C: drive,

B Click OK. ........ O . Proceed
to “Start Installation” section.

If you choose not to install as advised,

Change Folder...

“B Click Change Folder

Setup will install CASEMIS June 2002 Yersion [f] in the following destination folder.

Ta inztall to this folder, click OF.

Tao install to a different folder, click the Change Folder button.

*f'ou can choose not to install CASEMIS June 2002 Yersion [f]. or change its destination
folder later during Setup.

Folder:
’VE:\EASEMISJUNM Change Folder... |

Exit Setup |

When the default C: drive is not used an
alternate target drive may be designated. It is
advised that you use the folder name
suggested by the software.

I~/ Select target drive.
For example: Target drive is D:\. The Path
box would indicate D:\CASEMISJUNO2.

Y Click OK. o D&

Change Folder (%]

Enter or select a destination folder.

Path

IE SCASEMISIUNDZ

Folders:
= e ﬂ oK
£ aspl
2 compag
[ data
[ diagdizk
£ dmids =l

Cancel

[Diives:

Network |




Start Installation

Click the install button

CASEMIS June 2002 Version [f] Setup 7| =

To start inztallation, click the large button.

B Inztall all files for CASEMIS June 2002 Yerzion [f]

Folder:
’7C:\EASEMISJUND2

Change Folder...

Ezxit Setup |

Continue

“B Click Continue I These
components are pre-selected. Do not alter any
of the groups or items.

A message will appear stating that “Setup is
searching for necessary disk space.”

CASEMIS June 2002 ¥Yersion [f] - Choose Program Group

Setup will add items to the group shown in the Program Group bos. You
can enker a new group name o zelect one from the Esisting Groups list,

Program Group:

Existing Groups:

Arccessones

Adaptec DirectCD
Adaptec Easy CO Creator
Avery Products
CASEMIS Applications
ESRI

Filek aker Pro 4.1
GETTING TO KNOW ARCVIEW GIS
Grouphyize

lomega Tools

(L ET =l

Lontinue Cancel

B Click OK. f. oK

A message will appear that the software process
was completed successfully.

CASEMIS June 2002 Yersion (f] Setup x|

CASEMIS June 2002 Yersion [f] Setup was
completed successfully.

W/
~

“B Click Yes

CASEMIS June 2002 Yersion [f] 1]

You rust restart pour computer befare the new settings will take effect.

Do you want ko restart your computer now?




| The Preliminary Stuff

Data Format

The CASEMIS User’s Manual contains detailed information about the database structure, codes, and
other information that are not covered in this guide. Make certain that you have ready access to an
electronic or printed copy of the current CASEMIS User's Manual.

Before going any further... make certain that the data files (these will be referred to as tables) you were
given for reporting end with .dbf .

If the files you were provided are named end with.txt or .csv, you must follow the instructions in the
section named Special Directions for TEXT and COMMA DELIMITED files before proceeding.
Running such text or comma delimited files without proper preparation may cause your computer to
“freeze.” Further information on data preparation is located in the CASEMIS User’'s Manual.

Next, verify that you have all of the required tables by referring to the next section, Required Data. If you
are missing any of the tables, contact your local data manager before proceeding.

* NOTE: Any reference to Alternate Assessment files should be ignored.

Required Data

Each reporting cycle requires, as a minimum the student data table.

Data Table When Required Number of Records to Submit
Refer to the CASEMIS User’s Manual for detailed information
A - Student All cycles One record for each child/student who received special
Information education/related services.
B - Infant All cycles when infants | Limited to SELPAs who serve infants. At least one record for
Services ages0—-2are each infant reported. A record should be submitted for each
included in the service provided to the infant. The student ID number AND
accompanying the SELPA codes must match in the Student Information and
Student Information the Infant Services data tables.
data table
C - Discipline End of Year cycle One record for each disciplinary action a special education

student received. For example, a special education student
who received three disciplinary actions during the year will
have a record submitted for each action. A total of three
disciplinary records are to be submitted for that student.
NOTE: The CASEMIS data Verification phase requires the
student ID number AND the SELPA codes match in the both
the Student Information and the Discipline data tables.




| Using the CASEMIS Software

Launching the Software

Action What is on the screen
ic a : on the i
B Click start S8t 4. o Start
Windows Task Bar. ! %

A list of options will display.

B Highlight Programs from the
displayed list by moving the mouse

rﬁ Programsz

arrow over

rﬁ Programs
=% Documents
Settings
2 Find

& Help
g Bun...

[ @ Shwt Do, ..

An additional list will display.

B Highlight CASEMIS Applications
by moving the mouse arrow over

rﬁ CASEMIS Applications

IZ Programs
23 Documents

Seftings
2] Find
& Help

. E Run...

(7] Accessories

Adaptec DirectCD

Y Adaptec Easy CO Creator
b Bevery Products

nﬁ CASEMIS Applications

‘ @ Shut Dawn...

The CASEMIS name will refer to the
data cycle the software is programmed
for. A sample cycle name is CASEMIS
December 2002.

“® Highlight CASEMIS cycle name
by moving the mouse arrow over
L &% casems

nﬁ En:lgrarn:s:

% Documents
Settings
2 Find
@ Help

I 1 Run.

=) Accessories ¢
Adaptec DirectCD +
" Adaptec Easy CD Creatar ¥
b dwery Products +

f&5 CASEMIS Applcations

‘ @ Shut Do,




Main Menu Screen

This screen is referred to as the CASEMIS-Dec02(beta)
Main Menu. As you Exit or > Doy JeEt
Close other screens, you will be | |85 B =5 [&

X Extract |Personnel|  Edit [Reparts
returned to this screen.

After launching the software there are several options available in the CASEMIS software. There are two
ways to direct the software in what to do, icons and menu options.

| ICONS - CASEMIS Main Menu screen

| B (<2 [a

Extract |Personnel| Edit |Reports

Icon Description of Programming Activated

Extract - Gathers student level data into a new file for data verification, certificate
generation, problem identification and reports. Errors, warnings and duplicate students
are identified during the verification phase. This option requires that your file have the
Eutract correct data structure. See the CASEMIS User’s Manual for specific information about
the data fields and codes.

Personnel — Data regarding Personnel information (special education staff) can be
entered for the required annual reporting period.

o

Personnel

Edit DBF file - Student level data fields are subjected to routine checks. Inconsistencies
I‘% (if any) produce a list of errors and warnings. All errors must be corrected. Warnings
Edit must be reviewed prior to submitting the data to the Department of Education.

|_& Reports - Several reports are pre-programmed for your convenience.

Fepors




[ Command Options — Main Menu Screen

BRI Command options are located in the upper left corner of the Main

File DataEnty  Tools

Menu window. These can be activated by a single left mouse button
click. A vertical list of sub-menu options will display. Select the

appropriate option by highlighting it with the mouse.

Option

Drop down Options

What they do

File

CASEMIS-DecDZ(b

File

Data Entry Toals

Qu
Exi

Queries and Reports designed by the California
Department of Education providing district, site or
SELPA summary data

E=port a DEF File

—
eries & Reports
I E Exit software
I Select File for Edit gives the user a way to change
Oata E ntr}. Data Enty REET information located in a database (.dbf)
i Select a File to Edit Select Namelnfo to Edit allows the user to correct
Select Mameinfo to Edit the director’s information on the software generated
T T T certification report
I Edit a file gives the user a way to change information
Toolz Tooks in a database, text/ASCII file, or comma delimited
- L : files. These files names end with .dbf, .txt, or .csv.
Edit a Filz
Wiew File View a file gives the user a way to look at information
. Merge a File in a database, text/ASClI! file, or comma delimited

files.

Merge a file provides programming which will
combine two files as a new third file.

Export a file will send information from a database
and create a new text or comma delimited file.




Correct the Authorization Section of the Certification Report

Action

What is on the screen

4l Locate the Co

CASEMIS-Dec2(beta)

w» File DataEntry Todls
Options e 2|

[&

Extract | ferzonnel| - Edit |Fepos

2 Print

¥ ERRORS 0

=TT ~

I[=] S

“® Click Data Entry
]
Drata Entry

CASEMIS-DeclZ{beta]

File  Drata Entry
Ny

‘/@ Select Namelnfo to Edit
Select Hameinfo ta Edit from
the drop down list

ASEMIS-Dec2[beta])

D ata Entry

Select a File to Edit
Select Hameinfo to Edi

Type the correct information in
the boxes

Certification Information

Dir_narme: Ima M. Charge =
Dir_title: ISELF‘.& Directar =
Dir_contac: Justa Wiorker =

Dir_phone: I 999-222-5555

“Y Click Exit

B

B Click 1% to save
the changes, No to abort the
changes, or Cancel to return to
the edit screen.

Microsoft Yizual FoxPro

@ Data haz been changed. */ould you like to zave changes?

I Cancel |




Selecting the Reporting Cycle

Action

What is on the screen

H=]

Extract by

“B Click Extract
depressing the left mouse
button once and rapidly
release.

File DataEntry  Tools

82| & | <%

Extract | Personnel|  Edit

=

Feports

o)

The Extract Form will appear.

Extract Form o =] e

R}aponing Cycle

School Year o :

|2002-D3 'l " End of Year (June 30)
Extract Data From : Save Extracted Datato

™ Student Data I Hrmwse Browse..

S lnfant Sevices Data | Brose..,
|

=S usp/Em Data

218l Assesstment Data |

Hrowse... |
Browse... |

L2 =y
Eitract T i EXIT
j School Year
“B Click the down arrow . |2E|E|2-DB ,!
school Year .
‘D Select the School Year from Ibnng_ng

the list that appears.

A
AU

‘B Click the Reporting Cycle
(adjacent circle to the
appropriate cycle you are
reporting). The center of the
circle will darken indicating
selection.

_Repoding Cycle
*\—cermber 1

 Xon D ate (MWD DAY

™ End of Year (June 30

10




Pathway to the Data

Action

What is on the screen

‘D Click Student Data. A
check mark will appear in
the box.

‘/Ej Click Browse. .. Browse...

Extract Data Fram : 3

Brovese...
Ii )

#A Locate the data file
using normal Windows
conventions.

Y Double click the file to
select it as the data
source file.

_ The Files of type must be set at

Tables. If your file does not display in

Look, in: I 5 MyCazemislnfo

the file list, refer to the Special
directions for TEXT and COMMA

niantDa = DEF
ShdentDaE. DEF:

DELIMITED section to convert your file
into a database.

B click OK

Laoak jn: I 5] MyCasemisinfo

H & @ e = E

InEntCaE. DEF
StudentatE DEF

File name: IStudentD ata

Ok

Filez of wpe: ITabIes

j Cancel |

The pa{hway (where the data is located) is automatically typed in for you (based on the file you selected).

Extract Form

Schoal Year
2002-03 =

Reporing Cycle

& December 1

© Any DateMMIDD )
€ End of Year {June 30

\ Extract Data Fram :
W Student Data |C:IWINDOWSIDESKTOP‘LMYDATAIDI

Browsea...

= Infant Serices Dats |

Hrovvee

[ | Eiien/Ep Data I

Hravse.

25l Assesement Dats |

| DEIGEE | | | RERGWEER |

Save Extracted Data to

I BFEWERL,

Erawser |

hes

i

(&

LhEE i

=g

EXIT




Choosing a Target or Destination Folder

Action

What is on the screen

“® Click Browse... Browse...

Save Exiracted Data to

I =t I

A Locate the data folder (using
normal Windows conventions)
where you want the new data file.

Save Az H I
Save in; w ﬁl

“

My PC 3 Shortcut to (D)
.-':.'g Metwiark Weighbarhood E,:I Wwhork, Falders

) Other Shulf

Tables Ia_studentz.dbf Save I
Save as lype: ITabIeHDBF[“.de] j Cancel |

J@ Double click the destination
folder to select it as the target
folder.

-
IaMyData j gl

Save in:

Distinfo
KidsCount

DoList. dbf ;: >

Fareiwiark. dbf

(Optional) You should give the file a
different name at this time by
editing the name in the Tables box.
If an Alert message appears that

the file already exists, follow the
direction in the next section, File
Name Already Exists Alert, before
continuing.

“B Click the Save | Save |

button to complete the operation.

Save As I

Save jn Ia PutDataHere j ﬁl
\\

Tahles Ia_student22.dbf Save I

Save as type: | Table/DEF (- dbf) o Cancel | r 5/

The pathway is automatically typed in
for you. When the destination folder is
selected, additional data selections may
become available (dependent upon
Reporting Cycle selection).

Save Extracted Data to
I rﬁ:IWINDDWEIDEEKTDPIM‘HDATAIF‘L
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File Name Already Exists Alert

If you have previously attempted to extract

e data e falowing screen may apper. | EE Ty |

& C:awf MDD SADESE T OPYM wD atasPutD ataH erehaz. dbf

Click | X2 {0 delete the file with the
same name and replace it with the current

file. Thiz file already exizts.

Replace existing file?

OR

Click to return to the previous
screen and type in a different file name.

Infant and Disciplinary Data

When infant, or disciplinary data are submitted you will repeat the steps listed in the Pathway to the Data
sections checking the box for the data being submitted. For example, when there is Infant data, check the
Infant Services Data box then choose the associated Browse... button.

Extract Data From : Save E)ﬂractw

¥ |studentData ICZIWINDOWSIDESKTOPIMYDATN.DI Browse... OWSIDESKTORIM Y DATALRL Elrclwse...l

Services Dafta | Browse..

w |
= EuspiEm Data I HIEWEE... | I
=&l Aesessment Data I Brawse. | I

After completing the Pathway to the Data section, proceed to the Choosing a Target or Destination
Folder for each data file as appropriate. Use the associated Browse... button for each data file.

For example, when all of the necessary types of data files are being submitted for extraction, the screen
will appear similar to the figure below. Be sure to note where the extracted files are saved to and their
names. These files will email to the Special Education Division after processing.

E xtract Form =] B2
Reporing Cycle
" December 1
School Year  Any Date(MMDDAAY)
2002-03 =l | & Endorvear wune 20
Extract Data From : Save Extracted Data to
W | Etident Data IC:'LWINDOWSIDESKTOF'IMYDATAIDI HraEe.., | ICZ'LWINDOWSIDESKTOF'IMYDATAIF‘L HrowEe., |
¥ |Infant Services Data IC:'LWINDOWSIDESKTOF‘IMYDATAIDI Hrase.., | IC11W|NDOWS\DESKTOPIMYDATA\PL Hrowse... |
W | EiepEm Data IC:'L'I.I'\I'INDOWSIDESKTOF'IMYDATAIDII Elfyiiziz, | IC:'LWINDOWSIDESKTOF'IMYDATAIF'L Bz, |
¥ Alt. Assessment Data IC:'L'ININDOWSIDESKTOF'IMYDATAIDI! Erose.., | IC:'LWINDOWSIDESKTOF'IMYDATA‘!PL Hrawse., |
Extract A EXIT

13



Executing the Extraction Command

Action |

What is on the screen

After you have indicated the Pathway to the data,
completed Choosing a Target or Destination
Folder, and given a name to each extracted data
file, proceed with the instructions below.

B Click the Extract button _ =Hiratt
bottom of the Extract form screen.

at the

Reparting Cycle
= Decernber 1
School vear € Ay Date MDD

|2002-03 'l  End of Year (June 30)

Extract Data From :
| CANINDOWSIDE SKTOPIMYDATAIDI

¥ Student Data

[ Infant Services Data |

= Susp/Em Data I

218l Aesessment Data |

203

Extract

. =A% W LA FE" _ W

Y8 Click the OK button
that all records were extracted.

Student Records extracted 3 from onginal total recards 3

Extract Complete

“B Click the OK button liwwesttodl for each
additional file designated for extraction as
appropriate. Verify that all records were
extracted.

Infant extracted 359 from onginal total recordz 359

INFANT Extract Complete

Verify the Data

Action

& Extract Form

YD Click Verify = Verify

Schoal Year
located at the bottom ozes 3

of the screen

Reporting Cycle
& December 1
© Any Date(MMIDDI YY)
€ End of Year (June 20}

What is on the screen

H[E =

Extract Data From :

Save Extracted Data to :

¥ SudentData

I CUINDOVWSIDEEKTOPWYDATAD]

Browse IC:lWINDOWB'LDESKTOPlMYDATAIPL Browse

¥ Infant Senvices Data

[T i i et I

I Al Assessmentbat I

ICZlWINDOWSlDESKTOPlMYDATA‘lDI Browse.. ICZIW\NDOWSlDESKTOPIMYDATA\F’l Browse. .
Elic iz | Broy/5E |
BIOEES | | Broy/Ge.. |

L

Exdract

BT |
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Verified Data Options

This reference information will assist you working with the verification phase results. NOTE: When there
are multiple reports checked, you will issued separate commands for each report.

Option What happens
% Print sends the report(s) to the printer using normal Windows protocols.
Print
Preview — Displays an electronic image of the printed report(s). A floating navigation
IEQ toolbar appears with this selection. The toolbar can be docked or moved as typical of
P reiey Windows applications. Some tools may appear dimmed and temporarily not available.

For example, if you are viewing the report’s first page, il— and |4 are dimmed.

Print Preview Toolbar and Individual Tool Usage Ialdsi=lE ]
Toolbar can be moved per Windows protocol. 4] 4| El 2l [100z 5] El @l

Show the first page of the report

Move backward one page
Pas

GO TO PAGE. Type in the page number you wish | = et .=
to view and click the OK button. lTl Cancel |

Move forward to the next page.

==l el = =

Show the last page of the report.
1005 =

]

Change the magnification level.

Exit preview.

R
=)

Print the report.

Tao Dbf
<

These icons allow you to create a separate file. The data sent to the new file are the
errors, warnings or duplicate students found during the verification process. For your
convenience the file can be created as a database, text document, or spreadsheet,
respectively. When the new file creation is completed, a message will appear in the upper

| Transfer Complete - prezs any key

To Tex right corner of the window

Tﬁel The screen will be frozen until you press a key to clear the message box off of the screen.
ﬂ Close/Exit the screen.
Exit

15




Verification Phase Results

File(s) ready for Certification

A Print screen with Certification checked appears if
data is complete and correct.

] = piint =]
[¥|ERRORS ]
[ WARNINGS 0
¥ | DUPLICATES ]

i [¥ CERTIFICATION I

<

To Text

%7

To Excel

= | [&

Frint | Preview

#

Exit

To

File(s) NOT available for Certification

The associated boxes will be checked when the
verification phase locates Errors, Warnings, or
Duplicates

==

L2 Print

¥ ERRORS SRR
I 92
¥ DUPLICATES 2
¥ | CERTIFIGATION

o

To Text

7

To Excel

= | [&

Brint | Preview

]

Exit

To Dt

An explanation for each icon was provided previously in the section Verified Data Options.

Sample Verification Process Outcomes

¥ ERRORS 5689 ¥ ERRORS 3 [ ERRORS .
4 92 ¥ VWARNINGS 0 P 1
[V DUPLICATES 2 [ DUBLICATES i ¥ DUPLICATES i
[ | GERTIFICATION [% [CERTIFICETION I¥ CERTIFICATION

Errors, Warnings, and Duplicates
were found. All three reports are
highlighted, therefore, a report for

each will be generated.
(Certification is dimmed and
unavailable.)

Errors only were found. One
report will be generated.
(Warnings, Duplicates and
Certification are dimmed and
unavailable.)

Warnings were found. Two
reports will be generated.
(Errors and Duplicates are
dimmed and unavailable.)

How Does the Verification Outcome

Impact What | Do?

Verification Result

What is required

Does it prevent Certification?

Errors Must be corrected Yes
Warnings Verify that data is correct No
Duplicates Must be corrected Yes

If the Errors, Warnings or Duplicate box is checked, proceed to the sections:

Verified Data Options and Data Review and Correction.
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Controlling Verification Report(s)

Action What is on the screen
J@ Click the adjacent box. Each mouse Uncheck boxes to deselect | Deselected boxes will
click in the box will check/uncheck the reports. Only checked suspend report preview,
report. Active reports have a check (active) reports respond to print, and exports. Only the
mark i-n the adjacent box. Inactive the options given. Errors Report is active.
reports do not have a check. Dimmed
¥ ERRORS o] ¥ ERRORS 5530

reports are not available and clicking

them has no affect. X 82
I ATES 2
¥ |C CATION

92

¥ | CERTIHCATION

File(s) ready for Certification

Action What is on the screen

< | X7 |

To Text | To Excel| Exit

. . P |
YD Click Preview 12reiew

Review the Certification Report for
accurate Authorization information
and number of records processed.

“B click Magnification
1003
image size.

to change the

If the Authorization section is
missing or has incorrect
information for the Authorized
Signature, Title or Position,

A magnification option is
available in the form of a drop
down list for your convenience.

Contact Person or Telephone
Number, go to the Correct the
Authorization section of the
Certification Report section
before proceeding.

If everything is correct... Report Designer - cert_rpt.frx - Page 1 - CASEMIS-
File DataEntry  Tools
“B Click Print @'
By

| 4] m| » 0]

ﬂj.l Report Dezigner - cert_rpt_frx - Page 1 - CASEMIS-
“B Click Exit screen

File DataEntry  Tools

| 4] m| » 0]
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Print the File Certification Report

Action What is on the screen
@ & Print _[O]
YD Click Print LEIM 1 |ocated at the
bottom of the screen ¥ |ERRORS 0
¥ |WWARNINGS 0
¥ |DURLICATES 0
[¥ CERTIFICATION
Print y]? §ew ToDbf | ToText |To Excel| Exit
A select the printer and number of Print 2] x]
copies (using normal Windows ~ Printer
conventions. Mame: Propetties
\ Status: Default printer; Ready
I~~~

HF Lazerlet 4050 Seres PS; WWEEOpmihG_SEDT_HP4050TH_DZ

ke

Cornment:

r— Print range 1
& al Murnber of copies: 1 -
' Pages _from:l'l ;n:ISSSS
@ - - [T Eollate
) Selection
EIK Caticel |
. e Al Mumber of copies: |1 3‘
“B Click the OK button L
‘. Pages [mm;l'l _tU;ISSSS
@-- = Gollate
) Selection

Cancel |

™/

Email the CASEMIS files created during the extraction/verification process to casemis@cde.ca.gov.
Include the SELPA number and SELPA name in the email.

A Certification report must be signed by the SELPA director (or other authorized agent) and faxed to the
Special Education Division (SED) the same day the files are sent. The files can be processed ONLY if a

signed certification is also received. Fax the certification to 916-327-3730. A response will be sent
confirming that the files were successfully processed and the certification page received. Do NOT

assume your files were received.
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* NOTE: Any reference to Alternate Assessment files should be ignored.
Using Verification Reports

The associated boxes will be checked when the verification phase locates Errors, Warnings, or

Duplicates
12y Print

I [=] B

¥ ERRORS SR20
W 92
[¥ DUPLICATES 2
¥ |CERTIFIGATION

& | [& < |57 | 0

Frint | Preview | To Dbf | To Text |To Excel| Exit
An explanation of each icon was provided in Part 1 section Verified Data Options.

First, review the magnitude and type of alerts by using the Preview button. Once the problems are
reviewed, several options are available to you. Dependent upon the circumstances, you will determine
the correct action(s) to take.

A separate report will be available for each highlighted checked areas. For example, if Errors and
Duplicates are checked, two reports are generated. You may select which of the available reports you
wish to work with by checking or unchecking the adjacent box.

Three choices are available for correcting data.

Choice 1, it is suggested that if there are only a few errors that you will edit the extracted database.
Continue with these procedures.

Choice 2, notify your information technology staff who supplied the file or those who maintain the data
files (make data entries) to correct the data and then give you the corrected file for processing.

Choice 3, edit the source file then extract the file again. See section titled Editing Source TEXT and
COMMA DELIMITED files

Corrections to the data may be expedited through effective use of the reports. You may wish to print out
the errors to assist those correcting the data. If there are more than a few records with errors or warnings
to be corrected, the reports can be sent to Dbf, Text or Excel.

Sample Validation Error Report

Name BirthDate Error

Record Student ID Message

CAWIND OWSDESETOPMYDATAPUTDATAHERE'A STUERROR DBF
Selpa 1200
District 1262919

4 4567829123 LITTLE, TYKE 10/16/02 E171  PARTICIF CODE I3 IN ERROR

CWIND OWSDESKTOPMYDATAPUTDATAHERE'B_INFERROR.DEF
Selpa
District

4 Irfant Becord, Enor i E201 HOESTUDENT RECORD FOR INFANT SERVICER
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Understanding the Report Contents

Pathway to the file the report was generated
about. (During the extraction phase you were
shown a pathway of where to “put the data”
extracted. This sample shows two files with
errors.

Record Student ID Name BirthDate Error

Student information file and an
Infant Services File

You must know where the file is to correct it.

> CAWIND OWS\DESKTOPMYDATAPUTDATAHERE A _STUERROR.DEF
Selpa 1200
District 1262919

\ 4 456759123

C:AWIND OWSDESKTOP'MYDATAPUTDATAHERE'E_INFERROR.DBF
Selpa
District

LITTLE, TYKE 10/16/02 E171  PARTIC

SELPA/District related to the error will assist in

CAWIND OWSDESKTOPMYDATAPUTDATAHERE'A_STUERROR DBF

locating who to contact for correct information.

Some problems will not list a SELPA / District~__|
when the Infant Services, or Discipline file does
not have a corresponding record in the Student
Information file.

»Selp a 1200
Disivict 1262919

4 456789123

LITTLE, TYKE 10/16/02 E171  PARTIC)

CHWIND OWSDESKTOPMYDATAPUTDATAHERE'E INFERROR.DBF

Disirict

Record is a sequential number assigned to the
records by the software. This feature allows
quick navigation to specific records when

correcting problem records.
Next to the record is the Student ID
provided by the SELPA/District"]

Record Student ID Name BirthDate Error Message

CAWIND OWSDE SKTOPMYDATA'PUTDATAHERE A _STUERROR DEF
Selpa 1200

Disirict 19

4 4567891234 LITTLE, TYKE 10/16/02 E171  PARTICIP CODE|

Name BirthDate Error Message

OPFMYDATA'PUTDATAHERE'A STUERROR.DEF

LITTLE, TYKE 171 PARTICIP CODE I3 IN ERROR

OPMYDATA'PUTDATAHERE'B_INFERROR.DBF

[ E201 NOSTUDENT RECORD FORIN

The Student’'s Name and Birth Date are listed for easy
identification.

However, when a corresponding record in the Student
Information file is missing a message is substituted.

N2 E171 ’ARTICIP CCDE I3 IN ERROR
|INFERROR.DBF

E201  NOSTUDENT RECORD FOR INFANT SERVICES

Infant Record, Eror

Specific information is provided in the CASEMIS
ate Exror Message Users’ Manual Appendix F for each code and message
[STUERRORDEE displayed. Explanations may assist in correcting the

problem(s) encountered.
Error/Warning Code and

related Message
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Exporting Errors, Warnings and Duplicates Reports

Action What is on your screen
<o g
‘/@ Click Iebet|  ToTed or ToSsel et T‘D% Tﬁm %
#A Locate the data folder (using normal S =T
Windows conventions) where you want the S = Pubaat
. ave I LD ataHere = =]
new data file. S DepDaT ﬂ Bl g =5
2 Move
5 My Briefcase
“®) Double click the destination folder to select D&vaata
it as the target folder. (3 Dt S
23 phonelnfo
12 profilekesp =l

etls | [ s |
Save as ype: IFiIe [*.tat] j Cancel |

# Type in the Tables box to Name the file.
Save

Tables |E wportedStu Save

B Click Save

Save az ype: IFiIe [ but] j Cancel

A message will appear that the export was
completed. Press any key to acknowledge the
confirmation.

‘ ‘ Transfer Complete - press any key
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PreViewing Errors, Warnings and Duplicates Reports

Suggested procedures are as follows. (You may work with printouts or other file format at your option.)

Action

What is on your screen

[&

YD Click Preview 121

&

Erint

<

To Text

=Y

To Excel

=y

Exit

Review the report(s) for the types and

FEMIS-DecD2a

magnitude of errors. An explanation of each
navigation button was previously listed in the e R | R
section Verified Data Options - see the

CASEMIS Velldatien Errors ot

reference to Print Preview Toolbar and
Individual Tool Usage.

If more that one report was checked on the
display Verification Process Outcomes, you
will have an opportunity to preview each report.

*
J@ Click Exit screen El to close the

report. You must do this for each report
after reviewing it.

124050

Bl Shilost I

Faran

BTt Trmr

Moz

TOPGYDATAFT TRATARERE W ST

S 1M
Dimtcicd | 253018
2 e LITTLE, TYEE. L0ABWZ EIT]  EAETIGE CODE 3 0t BAROR
TOPSIT DATAWTTOATAEFIFR TNFERR (R DRF
felps
Dl
a Catted Frenad, Torw r¢ OO WO STOORNT BECCAD BIRINFANT SERVICTS
4 [afht Beood, Eoor if Eiz [INFANTAEENICE COOB [3IH ERROR
a [athed Feeurd Fere I¢  EED ADENCY DOCE 1304 ERAOR
] [afimd Fewoed, Ecrx It EZM  LOGATICH 0DE B H ERECE
4 [afhed Brarad Bere S¢ B3NS PREQUERCY COOR I8 T ERROR
a [afted Faeurd Tewe I¢ OIS DURATYIN COOEIZIN IERDR
4 CHRANT RECORD, Jf  E2E [NFANTAERVICE COOE I1ERZ5HOT FOUND
e 120
Dxjerrin
1 dsaz1aM DHPANT RBCORL i EXp  MUOLTIFLEIHPANTSERVICE (ODE 11 2203
2 oz CHRANT RECORL, I¢ D WOLTIFLYIMFANT SEEYICE COIE 11 2233
Dietriei | 362018
5 oA Laibeu Fosued Ecnx L0dG60E E20E  INFANTAEAVICE GODE (219 ERECA
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Sample Scenario: Preview and Review Validation Issues

Action

What is on your screen

(&

“B Click Preview IZ2%% Because the Errors
and Warnings boxes are checked, both
reports will be previewed.

¥ ERRORS 4
I 1
¥ DUPLICATES 0
¥ | CERTIHCATION

= || <> |57 | =
Print Dbf | To Text |To Excel| Exit

You will first review the four Errors detected during the Validation Phase.

In the Error Report ...

1) There are no Infant CASEMIS Validation Errors Page I
Services records for 1205102
Tyke Little in the Infant

Record Student ID Name BirthDate Error Message

Services file.

2) There are three records
for infant services, but
no corresponding
records in the Student
Information

Notice that the arrow

navigation buttons are

dimmed. There is only one
page to the report and no
other pages to see.

CAWINDOWSDESKTOP'MYDATA'PUTDATAHERE'A STUDENTZE DEF

Selpa 1200
District 1262919

4 458789123 LITTLE, TYKE 10/1602 E200 NO SERVICES RECORD FOR INFANT
CAWINDOWSDESKTOP'MYDATA'PUTDATAHERE'E_INFANTZE DBF

Selpa 1200
District

1 4570123 Infant Record, Exror i E201 MO STUDENT RECORD FOR INFANT SERVICES
2 458989123 Infant Record, Error ¥ E201 MO STUDENT RECORD FOR INFANT SERVICES
3 456789123 Infant Record, Error ¥ E201 MO STUDENT RECORD FOR INFANT SERVICES

-
J@ Click Exit screen EI

to leave the Errors
Report.

W m) ] oo 7] R

Review the Warnings.

There was only one warning
area detected by the
Validation Phase.

Once again, the navigation
buttons are dimmed, a one-
page report.

Fd

CASEMIS Warnings ¥

Record Student ID MName BirthDate Error Message

CWINDOWSDESKTOP'MYDATA'PUTDATAHERE'A STUDENTZE DEF
Selpa 1200
Disirict 1262935

1 1234567350 MONE, CHIF 052020 W90 RESID_STAT CODEISTI OR72

-
“B Click Exit El to

leave the Warnings
report.

i) =

100z x| R

These errors and warnings can be easily corrected on-line. You will have to follow the directives dictated
by your situation, as appropriate.
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| Sample Scenario — On-line Corrections to the Infant Services File

The following is an example of how data may be corrected using the CASEMIS software.

Fix Errors / Warnings Using the Edit Button | Edit_Y15¢ated on the Main Menu screen

Action

What is on your screen

In this scenario, we discover that the Student ID
numbers for the Infant Services were entered as
4567891233 instead of 4567891234. The
mismatch of Student IDs caused the Errors.

“B Click Infant Services Data ©

__Data File Type
" Student Data

9 InfamsewwesDaKb

™ Discipline Data
Alt Assess. Data

‘D Click  Browse

I Browse S r:

The software will permit errors to be corrected
on the extracted file created at the beginning of
this documentation.

#A | ocate and Select the verified Infant
Services data file using normal Windows
conventions.

R - =
23 PutDataHers gl
ﬁ Desktop [
ky PC

=D 3% Floppy (4]

= (]

= )

& [E)

=2 Sps an 'BE0pmt [F2]

=2 Central on "S60pintsSedata’ [G:])=

Look jh:

Ll

H el 8 =E

Open

Look jr: I 23 PutDataHere

“B Click Edit % to make the

corrections.

A_STUDENTZE.DBF
A
1
. 0K File hame; B_IMFANTZE.DEF 0K
\fﬁj Click OK : |
Files of type: ITabIes j Caticel
% Edit a DEBF File M=

I CANINDOWSIDESKT OPIMYDATAIPUTDATAHERER_

Data File Type
 Student Data

& Infant Serices Data
 Discipline Data
At Assess. Data
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We will be correcting the Student _id for all
submitted records.

‘B Click Page 2

. This will expedite
corrections by scrolling through records.

CASEMIS-DeclZa
File
+ Infant Edit Form

DataEnty  Tools

Pagel |
Y
[swromizn
I—

1

Rept_dste:

Pagez %

Selpa_code:
Student _ick
Csis_id

Qavuina:

“D Click into the first grid row of record. A

small triangular arrow will appear in the far
left column. This is pointing to your active

+ Infant Edit Form

Fagel Pagez

r‘ecord_ rept_date selpa_code |student_id  [csis_id SEenicE agency loci=
ﬁﬂlmﬂ]l 1200 4567891234 21 10 ant
1201502 1200 4567891233 31 10 ant
< 1201502 1200 4567891233 99 10 ant
A cliok eait| EDT | ADD ED B £
Click Edit , located at the bottom

right-side of the Infant Edit Form. The
options at the bottom of the screen
immediately change.

AR Make the correction to the student_id for the

record/row.

Page1
rept_date selpa_code [student_id  [csis.
M 12501002 1200 AETEE123 @
12101502 1200 4567891233
12101502 1200 4567891233

Click Save to accept the changes

_sae |revert]  The Revert button will cancel
the changes made. Repeat this step by
clicking to activate the subsequent row, click
Edit, make changes, click Save. This screen
serves as a quick method of error
correction. You should Save changes
before moving to another row.

Fecaord Mumber I 1

save \ wvert| = | ad |
TN/

B

L

Click Exit ——=, when infant Services
edits are complete.

The correction of the Infant Services file also
corrects the Student Information file (which
lacked services for the infant listed).

so0 | eoir | B | F‘_‘?%
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“B Click Exit . located at the bottom of

the Edit a DBF File screen.

%, Edit a DBF File
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| On-line Corrections to the Extracted File — Choice 1

Select Data File Type for Editing

What is on your screen

Action
(s

B click Edit I_Ed1t

located on the upper left

File DataEntry  Tools

=]

| &

corner of the Main Menu screen Evttat Renzannel] Edi EREHE
“B Click the circle adjacent to the Data File —Data File Type
Type that contains the Errors, Warnings, or = Student Data
Duplicates to be corrected.
é7 " Infant Services Data
" Discipling Data
O Alt Assess. Data
Locate the Data File for Editing
Action What is on your screen
ﬁ Click Browse | Browse S E
A Locate and Select the data file you will be Open : KES|
correcting using normal Windows 3 PutDataHere z =1
conventions. You may choose to use the ﬁf\jﬁ‘;g =
extracted "= 3 Floppy (4] %
= ) -
= ]
& )
=2 Sps an 'SE0pmE [F:]
52 Central on 'S60pimtSedata’ [G:l»
The software permits changes to the extracted
files created at the beginning of this S e
documentation (Choosing a Target or Lok [ Pubatatee o &l
Destination Folder). L
“B Click OK I‘ to select the file. _
File name: IA_STUDENTZE.DBF 0K
Files of ype: [ Tables = Cancel
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Editing Data

Action | What is on your screen
% %, Edit a DBF File M= =
“B Click Edit to make the
CorreCtlons ) I CANINDOWSA\DESKTOPWWMYDATAPUTDATAHEREWE_

Data File Type
" Student Data

& Infant Services Data
" Discipline Data
 Alt Assess. Data

S~ 9
W/

Structure Error

If the structure of file selected through
Browse and the selected Data File Type do
not match, an alert message regarding the
structure mismatch will appear. Check the

Data File Type and the selected file for the
error.

The Student file iz an lnvalid Struchure
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| Edit Data Screens — General Features

Edit screens are unique for each Data File Type. However, some features are common between them.

Pacel
Tabs, g , organize the data fields making window scrolling unnecessary.

Student Information files have four tabs or four pages of different data screens. Page1, Page2, and
Page3 are record specific, that is, only information for a single student record is displayed at a time. For
example, when editing data on Page1 - record 4 and additional data fields are located on Page2 or
Page3, clicking the tab Page2 will continue to display record 4 information. Even though the Page
changes, the record (student) does not change.

<% Student Edit Form

Page | Page2 | Page3 | Browwse

Infant Services and Discipline have two tabs, each displays different screens
Fage’ | Page? |

Multiple record browse is available for all data type files. Instead of one record per screen, the entire
data file can be scanned using the scroll bar. All fields for the data file may be scanned for all records
also.

Broweze

In Student Information files it is the Browse tab,

Page?
In the Infant Services and Discipline data files it is the Page2 tab, d
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| Edit Data Screens — Record Navigation

Record Navigation facilitates record location for review or correction. Moving from one record to another
can be accomplished two methods, Recno or Button Navigation. This will assist in data review and
correction and is available on all data type screens.

Moving through the records can be incremental using Recno, Reeno | I5 | This feature is located
in the lower right corner of each screen. Up and down arrows moves through records in the indicated
direction one at a time.

Record Navigation toolbars have several Button features and are located on each screen.

E-:uttl:uml Eind | &dd | Edit | Qeletel Exit

Top | Brew |

Button Navigation - Click the appropriate navigation button located at the bottom of the screen. The
record number currently displayed can be identified by looking at the Recno box located in the lower right
side of the screen.

Icons Action
Moves you to the first record in that data file
Top <4
P Moves you to the previous record that is, one record backward for
LIEY X that data file
Moves you to the next record, forward one record with each click of
| ) the NEXT button
Moves you to the last record for that data file
Boktam :>:=-
. A special search screen is activated. The feature searches and
Eind l% locates the data file for records that meet the criteria entered. See
the section titled Find Data Feature for details.
Creates a new record in the data file.
A,dd
Edit Activates the record so corrections can be made.
Erases the chosen record from the  [IEEESRIEIEIN A
Delete B data file.

@ Do pou want ta delete this record?

You will be prompted to confirm
prior to the actual record deletion.

Keeps the changes made to a record.

Cancels the changes made to a record.

Closes the window and displays the Edit a DBF selection screen.

E il £
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Find/Search Data Feature

Record review and correction can be greatly enhanced by using the Find Feature. Searches locate text,
numbers, or dates. The Find feature locates specified value(s) that are in the designated field(s). The
record(s) located during a search are the only ones that can be seen, called a found set. To once again
see all records in the data file visible the All button must be clicked.

Action

What is on your screen

“® Click Find M located in

the Edit Data toolbar.

Biattarm | Eind%

A Search window will appear.

Field: Operator. Walue:

GRS ] [ |
& An ;
~ grd ™ Case Sensitive
‘D select the Field and Operator Field: Operatar:
using the drop down list arrows,
g P | GRADE B
, or the keyboard arrow keys to ,
browse and select. :ﬂ?;r:qt;‘::
Ll Hemm
Enter the criteria in the Value box. :
. L Field: Operator; Walue:
Use the same values are listed in the
CASEMIS Users’ Manual. |GF‘**‘DE - |'3'3|“*3'S - |E'Ei

Search for the students in the 5" grade. (Grade values are two
digits using the single digit “5” can produce erroneous results.)

You can make simultaneous find
requests with different criteria and
then search for records all at once.
For example, you may search for
students

* And AND  both criteria for each must match to be
e E included in the found set.

=f OR If either of the two criteria are found in a
record it will be included in the found set.

Specifies whether the search is case-
sensitive (uppercase and lowercase
letters must match exactly

[" Case Sensitive

Launches the Search for the records meeting the specified criteria.

Search
_ Coresl |

Catcel

Cancels the Search and returns to the Edit form.

&l

Finds all records in the data file.
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ONLY records matching the entered
criteria will display on screen.
(Defaults to the screen you were
using when the Find button was
clicked.)

A message appears when no records
match the criteria entered.

rept_date  |selpa_code |selpa_from |dist_serv  |dist _resi sch_code  |sch_type
12101102 1200 1262819 12629149 B008015 10 [
12101102 1200 1262835 1262935 B008031 10 (
Microsoft ¥isual FoxPro

Ma records were found which mest your queny. Please ty anather query.
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| student Edit Forms

There are four screens for editing student information. Page1, Page2 and Page3 display different data.
The Browse tab can be scrolled to access all data fields in that file.

[z |
RN

4367591234

=)
[2%)

=pER

3
°|

10031 r2002

|

1053172002

S

[ |
E | =l
[ ]
[ |_El
[ooo | [l
[l
[ Ll

12001102 1200 1262935 1262935 6003031 10
12m1m2 1200 12629149 12629149 GO02014 10
12m15m2 1200 1262935 1262935 6008031 10
12001102 1200 1262919 12629149 6003031 10
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[ Infant Edit Forms

There are two screens for editing infant information. Page1 displays the data field one record at a time.
The Page2 (browse) tab can be scrolled to access all data fields in that file and allows scrolling all records
for quicker reviewing. Please note that the some navigation icons are slightly different from the other

edits screens.
i Infant Edit Form

oz .|
|

4367891233

El
[10 L
E

+ Infant Edit Form

Hilililililil_

121’01102 4567891233

12.”]1.”]2 4567891233
12IEI1IEIZ 4567891233
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| Suspension Edit Forms

There are two screens for editing suspension information. Page1 displays the data field one record at a
time. The Page2 (browse) tab can be scrolled to access all data fields in that file and allows scrolling all
records for quicker reviewing.

Suspension Edit Form

emoon: |
EOE

r
[oazsizne .|

20

ER—
R
for

R
-
EN
ER

20

Suspension Edit Form

|— 0eB/30/02 - 02425/02
DEIBDIDE - 03902102
|— ae6/30/02 - 0302102
DEIBDIDE -DOMTYLEZ 03902102
DGIBDIDE -DOMTYLEZ 03402/02
DEIBDIDE -DOMTYLEZ 03402102
1D.f1 0i01 wat dasdsada |/ [

35



| Correcting Data

There are three edit methods, drop down lists, free entry and dates. Some fields have toggle buttons

-
which display drop down lists or calendars, M or J Click the button to display the choices. The
selection of data will close the choices display. If you do not wish to make a choice, click the button again

and the choices will disappear.

Correcting Data — Drop Down Lists

Action

What is on your screen

‘/@ Click the view list icon,

o directly adjacent

to the field to be changed.

Selpa_code: Ih 200 ;m

or

Dist_resi [ 1252919 E:b

‘B Select from the
generated drop down
list.

Lol el ¥ | tuicied Sl e

T
Dist_rest |1252935 . Ssn: |

Birthclste: 055204 9910

Gender: IM_J
0110Mm7  |ALAMEDA COUNTY SCHOOLS ﬂ
0131609 |CASCHOCOL FOR THE BLIMD, FREMOMNT

0131617 |CASCHOOL FOR THE DEAF, FREMO

0131633 |DIAGMOSTIC CENTER, FREMONT

0161119 |ALAMEDA CITY UIMIFIED

0161127 |ALBANY CITY UNIFIED =l

Correcting Data — Free Entry

Action

What is on your screen

“® Click into the field to be
changed.

First_name: ICHIF‘

SV

E dit
YD Click Edit —4|

located at the bottom of the
window.

Edit XIZ

A Edit the field(s) as needed.

Lazt_name: gl

First_name: Ii:HIF'p:u')-i

8 Glick Save L2 |1
accept or Revert @, to

discard the edits.

Save | Hewert | WElEtE | it |
-

W
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Correcting Data — Date Fields

Action What is on your screen
. T | Birthicate: 104 672002
J@ Click the view list icon,
directly adjacent to the date to — .
be changed.
A Pop-Up calendar will appear June 2002  [June =l 2002 7
showing the current data entered Sun | Mon | Tue | Wed | Thu | Fri | Sat
in the field. % |27 loa  fes  [so s |1
2 B 4 5 5} 7 g
- |8 10 11 12 13 14 15
16 17 18 19 20 21 22

23 24 25 26 27 28 29 i

If necessary,

June 2002  |June =] |2002 -]
"
YD Click the down arrow J Sun | Mon | Tue izg:‘:::y Fri | Sat
to correct the month. Choose 26 27 28 March 1
the month with a single click 2 3 4 April g
on the correct month name. -8 10 11 Ma 15
16 17 18 22
25 |24 o5 [[dulv o9
p 5 August 5
September
October
Movember

December Y2

If necessary,

I December 2002|pecember  =| |2002
"
“B Click the down arrow Sun | Mon | Tue | Wed | Thu

to correct the year. Choose 24 55 25 o7 5

the month with a single click
on the correct year.

Select date with a single click on

h l.
the correct numera December 2002[December -] [2002 ]
The Pop-Up calendar will Sun | Mon | Tue | Wed [ Thu | Fri | Sat
disappear from view and the
selected date entered into the 124 ;5 ;E i? ga ;9 ?D
field

: - |5 g 10 11 12 13 14

13 16 17 18 19
22 23 24 25 26 27 2
29 30 a1 1 2 3 4

When the data is correct, Extract and Verify the data as outlined in User Guide Part 1.
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| Report Selection

CASEMIS-DecDZa

Fil= DataEntry Tools

| @& | <%

Extract |Personnel|  Edit

Repors

%\\\\\\ _ﬂp/;%‘ ¥

Action

What is on your screen

“B Click Reports icon

Y

Reports

Ell &<z la

Extract [Perzonnel| Edit |Repors

B Select the report category
desired.

Report Catagory Selection

" Summary Reports % ‘

I Disaniliy
I™ Major Ethnic Category
I Major Grade Report

™ Preschool Placement Setling
I™ Selected Age Group

™ LastIEP & Last Evaluation
I Exit Reason

™ Discipline Reason Repor
I Participation Repart

Depending on the Report Category Selected one of these two Multi-Report Menus will appear.
Summary Reports

=5 Multi-Report Menu

Enrollment Full Reports

[ iAae and Disability I™ Service by Ethnicity Report
™ Age and Ethnicity I™ service by Disability Report
™ Age and Grade ™ Disahility & Participation
™ Report of Annual IEP or ™ Ethnicity & Participation

Triennial Evaluation by D.0.8

™ Report of Last IEP or Last

Ewaluation by District of Residence End of Year Reports

™ Grade by Disability ™ Ethnicity by Discipline Reason
I~ Grade by Ethnicity ™ Disability & Discipline Reason
™ Ethnicity by Disahbility

I™ Ane by Exit Reasan Detail Listing Reports.

I™ Disahility by Exit Reason I™ Student Listing

I SELPA and District Listing

“® Select the desired report(s)
by clicking the report name or
the check-box (directly in front
of the report name).

W Grade by Disability,

YD Click Select | ="

icon

SELECT ]
Exit
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| Report Data Source Selection

The Summary and Enrollment Full Reports information selection screens are almost identical.

_Data File and Date

Reporting Cycle

Student Data File

CAYINDOWS\DESKTORMYDATADISTINFOTTEST_AA100.DF Browse...

& Diecembear 1
vy Date MDD YY)

" End of Year {June 30, 2003)

School Year 2001-2002—

[ Data Selection Criteria
All Select
County o
SELPA & C
District of Residence o
District of Service % C
Ethnicity Group & o
Home Language & C
School Type  (# (o
Faricipation & e

2002-03 B
Level of Aggregation
All Select Main Level
. " SELPA
Residence Status ol ‘9 )
Disability o e
Grade o r " State
Age o c
School Setting v e
ELL &2l C¥es (Mo
Migrant <Al C¥es O No
Gender @Al Male  Female

Remark I

Action

What is on your screen

‘B Click the Reporting Cycle
(adjacent circle to the cycle)

‘/@ Click the down arrow j

‘/@ Select the School Year from the list
that appears

—Reporting Cycle

& December 1
 Any Date(MMIDD%
 End of Year {June 30,

Schoal Year

|lznuz-03 vl

Only one data selection box will appear,
unless a discipline report was chosen.

“B Click Browse... BIOWse.. {5 |ocate
the Student Information file. (Use
the 2" browse button to locate the
Discipline file.)

Student Data File

_Data File and Date

CANINDOWSIDESKTOPWMYDATADISTINFOTEST_AAT100.DE

Browse... | ’V

Student Data File

Locate the data file using normal
Windows conventions.

Laak jr: I 5 MyCasemizlnfo

B

Double click the file to select it as
the data student or discipline source
file.

Laak jn: I 3 MyCasemisinfo

InEntaE.DBA
Sh.idmt[‘)ala.ﬁ

B Click OK

The pathway (where the data is located)
is automatically typed in for you (based
on the file you selected).

Loak jn: I@ MyCasemislnfa

Ejclio]j=i e

& nfantDatm DEF

ShidentCatm DEF

File name: |StudentData

Files of type: ITabIes

0K
j Cancel |

39




Aggregation Level Selection

The Summary and Enrollment Full Reports aggregation (summaries) are similar.
“B Click the Reporting Level (adjacent circle to the aggregation level)

A Summary report may be aggregated or
totaled at one of three levels.

Level of Aggregation

Main Lewel

" SELPA,

O County

5 State State level
" County aggregates allows
o display one
" District of Service additional total
 District of Residence | 1€VeEl.

An Enrollment Full Report may be aggregated
at one of the five levels shown.

“Level of Aggregation
—Main Level
(e SELPA

" Dist. of Service

" Dist. of Residence
" County

" State

Customizing Reports Through Data Selection

Automated reports can be tailored to your specific needs. The reports provide a choice of “All” or
“Select.” The automatic or default report is for “All” data available. However, choosing “Select”
will display a screen that lists what information is available for searching. Selecting search
criteria narrows what is included in the report (by focusing on the specified data).

i i u
Action What is on your screen
Determine the data for inclusion in the | = Data Selection Criteria Le
report(s). All Select All Select
County o+ 'l Residence Status ol '
“B Click the circle in the Select 9 o Disablty g C
. District of Resid O
column to the right of the your ST T RESIENEE :: :: G:‘de E oY f
choice. More than one selection Districtof Servce (= o g M
may be made. For example il g s School Seting Q o
’ ’ Home Lahguage el ELL @&l ¥es { MNo
Grade.
School Type i Migrant @ Al Yes O MNo
Participation ¢ ~ Gender @ Al Male Fema
“® Highlight the criteria.
. == 06 Sixth grade
\/@ Click the Move button —I 07 Seventh grade
More than one may be selected from
the list. The criteria selected in this
example will restrict the data to those
students who are in 6™ or 7" grade.
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Selected choices are listed in the right
hand column. These choices may be
edited. Highlight the item on the right
column to be removed. Click the

remove from list button

==

EE

t

06
o7

Sinth grade
Seventh grade
Eighth grade

(8] 4

“B Click OK, to use the
criteria or click Cancel to discard

Cancel

the criteria
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SPECIAL EDUCATION PERSONNEL DATA REPORT, 2002-03

Introduction

This file includes the Special Education Personnel Data Report forms and instructions for the 2002-03
school year. These reports are required by the Department of Education in order to comply with the
reporting requirements under the Individuals with Disabilities Education Act (IDEA).

Please complete these forms or enter data in the electronic version of the form as of December 1, 2002.
Read the instructions in this package carefully before completing the forms.

Beginning this year, the CASEMIS software includes a module named Personnel Data Report 2002-03.
This module will allow SELPAs to submit their personnel data to state electronically. SELPAs are
encouraged to use the electronic format rather than paper forms.

All completed files/forms are due to the Department of Education by Friday, March 7, 2003. A complete
set shall include one SELPA form and one district form for each district in the SELPA. You may revise
your data through Friday, March 21, 2003. Make sure that the reported data are accurate. Please send
the electronic version of these data to: casemis@cde.ca.gov

You may mail completed and certified paper forms to:

California Department of Education
Special Education Division

Assessment, Evaluation, and Support Unit
660 J Street, Suite 300

Sacramento, CA 95814-3321

If you have any questions regarding these forms and instructions, please contact Andrew Waskiewicz at
awaskiew@cde.ca.gov or (916) 327-3685, or Penny Mak at (916) 327-3651.
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Using the CASEMIS Software

Launching the Software

Action

What is on the screen

‘/@ Click Start mlon the

Windows Task Bar.

A list of options will display.

‘/@ Highlight Programs from the
displayed list by moving the mouse

% Programsz

arrow over

& Programs
3 Documents
Settings
) Find

& Help

. g Bun...

[ [@ Shut Do, ..

An additional list will display.

B Highlight CASEMIS Applications
by moving the mouse arrow over

nﬁ CASEMIS Applications

I Programs

3 Documents
Settings
) Find
&) Help

. E Bur...

Aecessories

Adaptec DirectCh

b Adaptec Easy CO Creator
b dery Products

f& CASEMIS Applications

‘ @ Shut Diown...

The CASEMIS name will refer to the
data cycle the software is programmed
for. An sample cycle name is CASEMIS
December 2002.

B Highlight CASEMIS cycle name
by moving the mouse arrow over

O &% cesems

i Programs

% Documents
Settings
2 Eind
& Heb

l ﬂ Fun...

) Accassories 4
Adaptec DirectCD +
b tdaptec Easy CO Creator +
b Awery Products +

nﬁ CASEMIS Applications

‘ @ Shut Do,
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Personnel Reporting Option

Action What is on the screen

File DataEntry  Tools
“B Click Personnel, IMI (depress the left %ﬂ & |_&.

mouse button rapidly and release). Extract | Personnel dit |Repors
'._

The Personnel Data Report Form will appear. All options are dimmed except for Exit until data is entered.

M Personnel D ata Report

SELPA List A I E o District List
Special Education Personnel Data Report : 2002 - 2003
District Total

Full Cert Mot Full Cert Yacant

Infart Program (Ages 0-2) m I 0.00 I 0.00 I 0.00

Preschool Program (Ages3-5) 02 | 0.00 | 0.00 | 0.00

ey Resource Specialist (K-22) 03 | 0.00 | 0,00 | 0,00

Special Day Class InstructorTeacher 04 I 0.00 I 0.00 I 0.00

e Other Cerified InstructorMeacher (-22) a5 | 0.00 | 0.00 | 0.00

atinnal Education Shecializt ng T I I

J@ Click the SELPA down arrow, j

Crakland Unified

Twi i fedleay TEL O

YD Select the SELPA from the list.

J@ Click the District arrow j

‘D select the your District from the list. The
New button will darken and is an available
option.

SELPAs with SELPA level personnel are to [J| When a SELPA name is selected for reporting
select the SELPA name from the District SELPA level personnel a district code of “00000” will

list. This will create a separate report for display.
these personnel.

[ ey

“B Click New, I ey

CAUTION: The software allows data
reporting for one district at a time. Selecting
a SELPA or District after creating the New
data report form will cause an abort of the
current data. Data on the screen (other than
the SELPA or district) may be changed
without losing the information.

Print, Exit, and Reset options are always available. However, the remaining options are dimmed (grayed
out) until you select a SELPA and district. When a SELPA and a district are selected, the New or Edit
option becomes available. New designates that no entries are saved for the district. Edit appears only
when there is data saved for the selected district.
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Personnel Entries

Action What is on the screen
\/@ Click into the appropriate Special Education Personnel Data Report : 2002 - 2003
District Total
bOX(eS) tO enter data' Full Cert Mot Full Cert “acant
Infart Program (Ages 0-2) o1 m IW I 1.00
Preschool Program (Ages3-5) 02 [ gon | oo | om
CAUTION: Do not TAB key Newy Resaurce Specialist (K-22) 03 [ om| | ool [ cm
past the last entry box. Any Special Day Class Instructar/Teacher 4 [ 2w [ 1o [ om
unsaved data will be erased Save Cther Cerlified InstructorTeacher (K-22) 05 [ 000 000
Wocational Education Specialist 05 | 0.00 | 0.0 | 000
e Adapted Physical Education Specialist o7 | 0.00 | 0.0 | 000
Refer to the Special Education o R3S RN % | oo | o000 [ om
. age I i

Personnel Data Report definitions Peyehdoas o IR MY T

located at the end of this document A single click will put a cursor line in the box so
for term clarification. Im you can edit the entry. A double click will

Column totals are automatic. —_—

highlight the entire contents of the box.

Multi-district SELPAs must create a new data report for each district with special education personnel.
Select the SELPA, select the District, create a new data report, enter data, and then save the data for
each reporting district. Repeat this process until all districts with data are entered.

Districts with erroneous entries can be edited before “Saving” the data. See Edit Personnel Entries for

editing data after it has been saved.

Save or Discard Personnel Entries

Action

What is on the screen

Y8 Click Save, to keep the entries
or

Cancel

discard the entries by choosing Cancel,

J@ Click OK, : , to close the confirmation screen.
All data on the screen will disappear from the current
view.

SAVE =]

Save Successful -

Starting Over — Destroy All Previously Entered District Data

Action

What is on the screen

F{EEETl
B click Reset, , to discard all data on the current

screen and previously saved for all districts..

=g
Exit

RESET
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Edit Personnel Entries

Action What is on the screen

“® Click the SELPA down arrow, j

|r-.-1iu:i-.d-.laarne-:i:a 'ZIh:-l.Jntw-. 4
Morth Region SELPA -

Oakland Unified
Tri-alley SELPA
Mizzion Yalley SELPL,

1SN "

YD Select the SELPA from the list.

C1n

J@ Click the District arrow j

‘B Select the your District from the
list. The New button will darken and
is an available option.

ALISAL MR ELERMEMNT &R
BRADLEY LIMION ELEMEMT &R
CARMEL LIMIFIED
CHI LA AR | IRICH Fl FMEWTARY

‘B Click Edit, il to change saved

Edi
entries or discard all of the selected
district’s data.
Only one district can be edited at a time. :
To delete the entire district’s information Print
refer to the Destroy Saved District Data
section.
Exit
‘B Left click the mouse in the box to 11 El f
be corrected. o EEEE ] |
col_a Full Certification . -
— . . selpa district category col_a |c0|_b col_t =
col_b  Not Full Certification o111 0161300 1ﬂ—4 0.00 0.00
col ¢ Vacant 01 0161308 2 LON, Y 0.00 0.00
— . . 0111 0161309 3 noo] NV ooo 0.00
Refer to the Special I_E_duc_:atlc_)n Personnel IR TTE1309 7 o0 70 X
Data Report for specific line item number 0117 0161309 5 0.00 0.00 0.00
ey : 0111 0161309 4 0.00 0.00 0.00
definitions listed under the category T TieTans - 0 00 o ::
column. o 0161308 8 0.00 0.00 0.00
0111 0161309 ] 0.00 0.00 0.00 | Delete
0111 0161309 10 0.00 0.00 0.00
. H H 0111 0161309 11 0.00 0.00 0.00
CAUTION: All edits made.on this i TR 5 S50 S5 oo
screen are saved automatically. [ERE] 0161300 3 0.00 0.00 0.00
There is no Cancel option to discard 0111 0161209 14 0.00 0.00 0.00
0111 0161309 18 0.00 0.00 0.00 'j
changes. ni .
=y =y
‘/Ej . . Exit i Exit
Click Exit when done editing

the district’s data.

Delete|
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Destroy a Saved District Data

Action What is on the screen
. Delete| . . . m
‘B Click Delete, , to discard all the data currently viewed on the Edit Exit
screen. (This does not preclude creation of a New Personnel Data
report for the district at a later time.) ﬂ@
£ S =
“B Click Exit —EL_| when done deleting the district’s data. Exit
Delete |
Viewing Data
Action What is on the screen
wark - Study Coordinstor s m m l_[
. . Print . Psychologist 03 IW IW I_[
‘B click Print, _| to preview and Schaol Social Worker W | o]
print the Certification and Personnel Occupational Therapist " Tom [Tom [
report(s). Print | Audiologist 12 [Toon [ oo [t
Teacher Aide 13 [Tom [ oo [
= Recreation/Therapeutic Recreation Specialist 14 000 000 I_[
Exit Diagnostic and Evaluation Staff 15 000 0.0 I_[

Print Preview Toolbar and Individual Tool Usage
Toolbar can be moved per Windows protocol. Print Preview

x|
4] «] | »[»1] 100 ] R S

Show the first page of the report

Move backward one page S

GO TO PAGE. Type the page number you wish to view. PageMumber [1 =

lick OK. 0k I Cancel |

2 |[=]]=

(@)

Move forward to the next page.

=1~

Show the last page of the report.

-

100

g

Change the magnification level.

Exit preview.

W |2

Print the report.

Print Previgw

e ‘
J@ Click Print, él, to print the pages or ExitMto Hl 4 | EI > | Hl m it @I

leave the Print Preview screens.
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The software generates a certification page and a one-page report for each district with entered data.

Celifoenia Depmttment of Education
Form A-30 SE (2002-03)
Cerrificacion Page (SELPA)

SEECIAL EDNCATION FPEESOHNHEL DATRA EEPOET: 2002-03

SFLPA FEPORT

SELFL Code: 0111 SELFL NAME: Wil Alameda Cowniy SELPA

ADHINISTAATIVE UMIT:

CONTACT PERSON : TELEFHONE HO.

CERTIFICATION:
L wertlfv that the pergonnel dats on the encloged pages for the Z00L-0Z gchool Fear

for the above SELFR and the districta within the SELFA herme heen accurately reported
Tollowing &ll &applicsable lava,regulationa, and the lnstrucstiona provided by the

SIGHLTURE OF RUTHORIZED OFEICIAL:

TITLE OR FERSON: DATE: 0

IMNEOERTAHT HOTES:

- The data Shall ke reported &3 of DECENEER 1.2002.

- 411 TYorm= are dus To The DEPQIEETEIIE oY Educacion l:lgr FRIDRY, Herch E,ZDDS.
= Any revision of date rm=t be received by che Depactrent by FRIDAY, Haech 22,2003,

— SELPL (oot the district) shall deliver all forms of the Department as folloos:
Califoenia DEpArtment of Educetlion
Fpecial Bducacion Diwvision
£15 L Atreac, Suice 270
Jacramento, Ch 950149-55E21

dttn: I==m==ment, Fvaluation and Support Toit

Dislrivl Tulal

ERI'LGEERS UL HACLED
i- Hot Tullw Facant
FLRIGITT. Ca™TGOR™ ¥ Fully Cezzifiec vertilied Pogitoons
E h (B ]
Hunber of Sp.Ed Insvtructora/Toochora
INfERT PEOOTAD [Rges 0-%) 1 1.00 o.oo o.oo
Preschaal FPrageam [hges 3-5) 2 Q.00 i.00 a.00
Peaduece Gpeclalipt |K-22| El o.o0 o.oo 1.00
Special Day Clasaen + o.on o.oo n.oo
Other Ceckificabed Inakzuctoc) = 0.00 o.oo o.00
Other Sp.Ed. Perzonnel ({Frexch-fige 1)
Vocational Education #pacialiar L3 2.00 0.oo o.oo
Adapted PAyPLcal Educatlon 7 o.o0 o.oo a.oo
Tork-5%tudy Coordinator & 2.00 o.o00 n.oo
Pzycholopist g 0.00 o.oo o.00
dchool Jocial VUorker jilu] .00 o.oo 0.00
0ZoupETional TherEplsT 11 o.oo o.oo o.o0
Idigloglat 12 0.00 o.oo .00
Teacher hide 13 0.00 o.oo o.o0
Recceation/Thermsprutic Kecrestion 14 0.00 o.o00 .00
Dlamaoecic and Bvaluwatian Starr 15 o.0o0 o.oo o.oo
Fh¥aical THEIapdat 16 0.00 O.o0 0.00
Caunaelor 1T 0.oo0 o.oo o.oo
speech Pathologiat 1= 0.00 0.00 0.00
Aupervla0r /Aduinl STEXECOE 19 o.00 o.oo o.o0
Tnterpreter 20 0.00 o.oo 0.00
Berahilika*ian Mrna=lar 21 0.0o0 o.00 o.o0o0
Ouiey Fr Zewsi_gaul 3u=20 de n.nn a.an n.nn
Hon-Eeefesglonal iTarr 20 Q.00 3.33 a.00
Toral (Lines L-i3! 1700 1.1 1.7

48



Printing the Data

Action What is on the screen

wiork - Study Coordinstor 03 I 0.00 I 0.00 l_[
. . Frint | , : ' '
J@ Click Print, , to preview the Psychologist 0 [Tooo [ om [ o
- . School Social Work 10
Certification and Personnel report(s). e e Il—m Il—m [
Occupational Therapist 1" 0.00 0.00 I_[
Print | Audiclogist 12 [Toon [ oo [t
Teacher Aide 13 I 0.00 I 0.00 l_[
=y Recreation/Therapeutic Recreation Specialist 14 | 000 | 0.00 I_[
Exit Disgnostic and Evaluation Staff 15 I 0.0o I 0.00 I_[
i i . Report Designer - iptperson2.fix - Page 2 - CASEMIS -Dec02a
\% Use naV|gatlon Icons Bl Ele Databriy Took

I o [19% t6 review the

e

Disteivl Tulal

LHILCTED COHLIACILL
n Hot Fullw FACANT
entered data. FTRACHNTL, € TaoR™ : Fully fezzittes|  CersiZied Possvions
-E [l (BD Rel
T —
Znf=nc Prorran (Rgeg 0-21 N .00 3.23 0.00
Refer to earlier procedures to correct resermol rmvatsn |
any erroneous data. :
Olh=z Ce & n.nn 1.7 n.nn
T T S T

Print Pri -. ]

J@ Click the Print icon, %I, to print the
Certification and Personnel report(s). Hl 4 | EI d | Hl |1DDZ :I' EI g@

=y Print Presiew | =]
YD Click Exit JE}‘“ when done. Hl P | EI N | Hl m %l

» SELPAs are requested to email the electronic version of these data to casemis@cde.ca.gov. (See the
following section, Locating Personnel File.)

» SELPAs may also fax the completed forms and certification page to (916) 327-3730. NOTE: ONLY
the SELPA shall send one certification page for all reporting districts and the SELPA.

» Blank electronic copies of the certification page and personnel report are attached.
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Submitting Personnel Data

Locating Personnel File
The following are general directions to locate the electronic personnel data file for submission through

email. Your own email system may differ to attach the file.

What is on the screen

Action
% Double click the desktop icon that [=]
represents Your PC. m‘

File Edit “iew Help
Name IType File Edt Wiew Help

=3 3% Floppy (4] h Flappy Disk.
olE W = = &
2 D) v LocalDk OR WeFloppy (4] I D) E:]
Drives a}’e\zown in a list or as icons.

m_ In this example it is named:
— CASEMISDECO02A

A list of your PC drives .

L

“® Double click on the desktop icon
that represents Your C: drive.

Y% Double click the folder —
. Fil= Edit “iew Help
where the software was installed.
If you used the software default it Name
. - [ Intracas
is on your C: drive. . (3 CASEMISDECD
[ R =g In)
[& casemisoecuzd
‘/@ Double click the Personnel Eile Edit View Hely
folder, 7PERSONNEL. ST ra—
S5 PERSONMEL
[:lsetup
B CASEMISDORA EXE

(& PERSONNEL |
YD Double click the Persdata.DBF Fie Edt View Hep

M arme

Mzcreste. dir

F _0.dbf
POT1T10161150_0.dbf
POT110161792_0.dbf

POTTT0ME1291

‘B Click OK, L i attach

file,

Lookjm | ‘=3 PERSONNEL & ﬁl
the Persdata.DBF file, or as Tl Mscreale.d

. . P _D.dbf
appropriate for your email system. 2 Pot 1107611500 okt
POT110161192_0.dbf
PO1110161291_0.dbf
Persdata.DBF

File name: I oK I
Files of type:  [Al Fies [~ H Cancel
Document Reference.. |

Submitting SELPA Personnel Data and Electronic District Data

Print out the Special Education Personnel Data Report 2002/03 SELPA Total form R-30 SE (2002-03),
SELPA Total and Certification Page. Fill-out, sign and fax these to: (916) 327-3730. SELPAs are
requested to email the electronic version of the database to casemis@cde.ca.gov (see instructions in the

“Submitting the Data” section located in this manual for details).
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Form R-30 SE (2002-03)
Certification Page (SELPA)

SPECIAL EDUCATION PERSONNEL DATA REPORT: 2002-03

SELPA REPORT
SELPACODE: __ __ __ __ SELPA NAME:
ADMINISTRATIVE UNIT:
CONTACT PERSON: TELEPHONE NO:

CERTIFICATION:

| certify that the personnel data on the enclosed pages for the 2002-03 school year for the above
SELPA and the districts within the SELPA have been accurately reported following all applicable
laws, regulations, and the instructions provided by the California Department of Education.

SIGNATURE OF AUTHORIZED OFFICIAL:

TITLE OR PERSON: DATE:

IMPORTANT NOTES:
e The data shall be reported as of DECEMBER 1, 2002.
e All forms are due to the Department of Education by FRIDAY, MARCH 7, 2003.
¢ Any data revision must be received by the Department by FRIDAY, MARCH 21, 2003.
e SELPA (not the district) shall deliver all forms of the Department as follows:
California Department of Education
Special Education Division
660 J Street, Suite 300
Sacramento, CA 958144

Attn: Assessment, Evaluation, and Support Unit
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California Department Of Education
Form R-30 SE (2002-03)
Page 1 of 1

SELPA Code: SELPA Name:

SPECIAL EDUCATION PERSONNEL DATA REPORT: 2002-03

SELPA Total

L EMPLOYED/CONTRACTED
I
N Not Fully Vacant
E | Fully Certified Certified Positions

PERSONNEL CATEGORY (A) (B) (C)

Number of Sp. Ed. Instructors/Teachers

Infant Program (Ages 0-2) 01

Preschool Program (Ages 3-5) 02

Resource Specialist (K-22) 03

Special Day Class Instructor/Teacher (K-22) 04

Other Certificated Instructor/Teacher (K-22) 05

Other Sp. Ed. Personnel (Presch — Age 22)

Vocational Education Specialist 06

Adapted Physical Education Specialist 07

Work-Study Coordinator 08

Psychologist 09

School Social Worker 10

Occupational Therapist 11

Audiologist 12

Teacher Aide 13

Recreation/Therapeutic Recreation Specialist | 14

Diagnostic and Evaluation Staff 15

Physical Therapist 16

Counselor 17

Speech Pathologist 18

Supervisor/Administrator 19

Interpreter 20

Rehabilitation Counselor 21

Other Professional Staff 22

Non-Professional Staff 23

TOTAL (Lines 1-23) 24
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California Department of Education
Form R-30 SE (2002-03) District
Page 1 of 1 (District)

SELPA Code:

District Code:

SELPA Name:

District Name:

SPECIAL EDUCATION PERSONNEL DATA REPORT: 2002-03

District Total
L EMPLOYED/CONTRACTED
I
N Not Fully Vacant
E Fully Certified Certified Positions
PERSONNEL CATEGORY (A) (B) (©)
Number of Sp. Ed. Instructors/Teachers
Infant Program (Ages 0-2) 01
Preschool Program (Ages 3-5) 02
Resource Specialist (K-22) 03
Special Day Class Instructor/Teacher (K-22) 04
Other Certificated Instructor/Teacher (K-22) 05
Other Sp. Ed. Personnel (Presch — Age 22)
Vocational Education Specialist 06
Adapted Physical Education Specialist 07
Work-Study Coordinator 08
Psychologist 09
School Social Worker 10
Occupational Therapist 11
Audiologist 12
Teacher Aide 13
Recreation/Therapeutic Recreation Specialist 14
Diagnostic and Evaluation Staff 15
Physical Therapist 16
Counselor 17
Speech Pathologist 18
Supervisor/Administrator 19
Interpreter 20
Rehabilitation Counselor 21
Other Professional Staff 22
Non-Professional Staff 23
TOTAL (Lines 1-23) 24
Manually Filling-Out the Personnel Data

Each special education local plan area (SELPA) and state-operated program (SOP) for the disabled

completing these forms shall follow these instructions. Unless otherwise specified, these instructions apply
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to both forms in this package. Any reference to SELPA in these instructions includes SOP as well.
Specific instructions for completing these forms are provided below.

| A. GENERAL

1. Procedures for gathering data for these forms shall be documented and maintained in the
SELPA or SOP offices for on-site verification by the California Department of Education
or other state and federal agencies.

2. This package contains one form for the SELPA and one for the district/site. Please be sure to
write the four-digit SELPA code on each page and the seven-digit district/site code on the

district/site pages.

3. A SELPA may report personnel in the SELPA central office using a district form. In such case the
seven-digit district code in the form shall be two-digit county code, followed by five zeros.

4, The SELPA Total form must be the total of all district forms.

5. Questions on these forms shall be directed to Assessment, Evaluation, and Support Unit at (916)
327-3685 or (916) 327-3651.

| B. Timelines and Delivery of Forms or Data File

1. The completed forms shall be received by the Department of Education by FRIDAY, MARCH 7,
2003.
2. All completed forms must accompany the Certification Page, duly completed by an

authorized official of the SELPA.

3. SELPAs may revise their data through FRIDAY, MARCH 21, 2003. Note that all revisions must
be received (not postmarked) by the Department by that date. No revisions will be accepted after
this date.

4. SELPAs (not districts) shall mail or deliver all completed and certified forms to:

California Department of Education
Special Education Division

Assessment, Evaluation and Support Unit
660 - J Street, Suite 300

Sacramento, CA 95814-3321

The forms may be faxed to the Department at (916) 327-3730.

5. Data from these forms may also be send as a data table or file according to the following structure
(DBF file format) for each category of personnel, including TOTAL (line 24).

Field Field Name Type Width Decimal
1 SELPA Character 4
2 DISTRICT Character 7
3 CATEGORY Numeric 2
4 COL A Numeric 8 2
5 COL B Numeric 8 2
6 COL C Numeric 8 2
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7.

The SELPA may submit one file containing personnel data from all districts or sites within the
SELPA. The file may contain data for only those line numbers or Personnel Category that
have a non-zero entry in the form.

The 2002-03 version of the CASEMIS software contains a shell of the Personnel data table
for creating and submitting the Personnel Data for a SELPA and the districts in the SELPA.
You may access this feature from the ICON toolbar by selecting the button labeled
“Personnel.” Next, by using the pull-down menus select the SELPA/district for which you will
be entering data. For first time data entry for the SELPA or district, select the button labeled
“NEW” along the left margin. Data may now be entered as appropriate. When all data for the
particular district has been entered, press the “SAVE” button. For additional SELPAs/districts
use the pull-down menus and repeat the process. When all data have been entered and are
ready to be sent to the State, press the “EXIT” button. The electronic file to be emailed is
labeled “PERSDATA.dbf’; which can be located in the CASEMIS??\PERSONNEL directory.

The electronic version of the personnel data shall be sent via e-mail to: casemis@cde.ca.gov.

| C. Specific Instructions for Columns |

Report the number of personnel under appropriate column headings as defined below in full-time
equivalent (FTE) of assignment by each type listed under the Personnel Category. You may
use up to two decimal places for each number.

Column A: Fully Certified. Report the number of FTE personnel employed or contracted to

provide special education and related services on or about December 1, 2002 who had
appropriate State certification, credential or licensure for the position held. Use this
column to report staff in personnel categories that do not require certification, credential
or licensure, if the staff meet existing State standards or requirements for the position
held. This may include persons who hold preliminary credential to provide instruction.
Also use this column if No State requirements exist for a particular position

Column B: Not Fully Certified. Report the number of not fully certified FTE personnel employed

or contracted to provide special education and related services on or about December
1, 2002, who were employed on an emergency, provisional, waiver or other basis, if they
did not hold standard State certification, credential or licensure for the position to which
they were assigned, or if they did not meet other existing state requirements for the
position. This includes persons who do not hold a credential or license to provide
instructions. This includes long-term substitutes.

Column C: Vacant Positions. Report the number of unfilled vacancies in funded positions that

existed on or about December 1, 2002. Do not count personnel included as
employed/not fully certified. Do not count vacancies for which funds were not
available.
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| D. Specific Row Instructions

Special Education Instructors/Teachers:

Enter the total number of special education teachers or instructors providing special education services to
children in specific program or age group in the district/site. This includes personnel who are employed or
contracted, including contracted service providers such as, nonpublic agencies (NPA). It does not include
employers of other agencies such as, CCS and Mental Health.

Line 01: Infant Program (Ages 0-2): Enter the total number of teachers or instructors employed or
contracted to work with children with disabilities in infant program, primarily for ages 0-2.

Line 02: Preschool Program (Ages 3-5): Enter the total number of teachers or instructors employed or
contracted to work with children with disabilities in preschool program, primarily for ages 3-5.

Line 03: Resource Specialist (K-22): Enter the total number of resource specialists employed or contracted
to provide special education and related services to children with disabilities from kindergarten
through age 22. Do NOT include regular education teachers who work with disabled children.

Line 04: Special Day Class Instructor/Teacher (K-22): Enter the total number of special day class
teachers/instructors employed or contracted to provide special education and related services to
children with disabilities from kindergarten through age 22. Do NOT include regular education
teachers who work with disabled children.

Line 05: Other Certificated Instructor/Teacher (K-22): Enter the total number of other certificated
instructors/teachers employed or contracted to provide special education and related services to
children with disabilities from kindergarten through age 22. This may include home/hospital
instructor, severe disorder of language teacher, inclusion specialist, integration resource teacher,
and any other teacher involved in direct instruction. Do NOT include regular education
teachers who work with disabled children.

Line 06: Vocational Education Specialist: Enter the total number of vocational education specialists
employed or contracted to provide special education and related services to children with
disabilities from preschool through age 22.

Line 07: Adapted Physical Education Specialist: Enter the total number of adapted physical education
specialists employed or contracted to provide special education and related services to children
with disabilities from preschool through age 22.

Line 08: Work-study coordinator: Enter the total number of work-study coordinators employed or
contracted to provide special education and related services to children with disabilities from
preschool through age 22.

Line 09: Psychologists: Enter the total number of psychologists employed or contracted to provide special
education and related services to children with disabilities from preschool through age 22. This
shall include only non-counseling services provided by a school psychologist.

Line 10: School Social Worker: Enter the total number of social workers employed or contracted to provide
special education and related services to children with disabilities from preschool through age 22.

Line 11: Occupational Therapist: Enter the total number of occupational therapists employed or contracted

to provide special education and related services to children with disabilities from preschool
through age 22.
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Line 12:

Line 13:

Line 14:

Line 15:

Line 16:

Line 17:

Line 18:

Line 19:

Line 20:

Line 21:

Line 22:

Line 23:

Audiologist: Enter the total number of audiologists employed or contracted to provide special
education and related services to children with disabilities from preschool through age 22.

Teacher Aide: Enter the total number of teacher aides employed or contracted to provide special
education and related services to children with disabilities from preschool through age 22. Do
not include teacher aides in infant programs. This shall include all classified aides (e.g., health,
behavior, RSP, SDC, in-home, etc.) who provide services to students with disabilities.

Recreation / Therapeutic Recreation Specialists: Enter the total number of recreation/therapeutic
recreation specialists employed or contracted to provide special education and related services to
children with disabilities from preschool through age 22.

Diagnostic and Evaluation Staff: Enter the total number of diagnostic and evaluation staff
employed or contracted to provide special education and related services to children with
disabilities from preschool through age 22.

Physical Therapist: Enter the total number of physical therapists employed or contracted to
provide special education and related services to children with disabilities from preschool
through age 22.

Counselor: Enter the total number of counselors employed or contracted to provide special
education and related services to children with disabilities from preschool through age 22. This
shall include counseling services in special education or services related to IEP provided by a
counselor, psychologist, social worker, and others.

Speech Pathologist: Report the number of speech pathologists providing speech services to
children with disabilities from preschool through age 22. Note that this category does not
include severe disorder of language teachers.

Supervisor/Administrator: Report the number of LEA supervisors or administrators providing
special education and related services to children with disabilities from preschool through age 22.

Interpreter: Enter the total number of interpreters employed or contracted to provide special
education and related services to children with disabilities from preschool through age 22.

Rehabilitation Counselor: Enter the total number of rehabilitation counselors employed or
contracted to provide special education and related services to children with disabilities from
preschool through age 22.

Other Professional Staff: Enter the number of other professional staff providing special education
and related services to children with disabilities from preschool through age 22. This may
include program specialists, classified DIS provider, mobility specialists, other certificated DIS
provider, and any other licensed personnel who work with students with disabilities. This
category shall include other certificated staff not specifically identified otherwise. Include
personnel who provide specialized health services (nurses, psychiatrists, etc.), specialized food
service, specialized pupil transportation, etc., and other occupational technicians for children with
disabilities.

Non-professional staff: Enter the total number of non-professional personnel not already reported
and who provide special education and related services to children with disabilities from
preschool through age 22. This shall include all classified staff not specifically identified
otherwise and are paid out of special education funding.

Line 24:Total: Enter the total number of personnel providing special education and related services for

children with disabilities in lines 01-23.
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